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transmittal letters are signed and 
dated. 

(2) The system notice must be pub-
lished in the FEDERAL REGISTER before 
a Component begins to operate the sys-
tem (i.e., collect and use the informa-
tion). If the new system has routine 
uses or the altered system adds a new 
routine use, no records may be dis-
closed pursuant to the routine use 
until the public has had 30 days to 
comment on the proposed use. 

(3) The time periods run concur-
rently. 

(e) Exemptions for new systems. See 
§ 310.30(e) for the procedures to follow 
in submitting exemption rules for a 
new system of records or for submit-
ting an exemption rule for an existing 
system of records. 

§ 310.34 Amendment and deletion of 
system notices. 

(a) Criteria for an amended system no-
tice. (1) Certain minor changes to pub-
lished systems notices are considered 
amendments and not alterations. (see 
§ 310.33(b)). 

(2) Amendments do not require a re-
port of an altered system (see 
§ 310.33(c)), but must be published in the 
FEDERAL REGISTER. 

(b) System notices for amended systems. 
Components shall include the following 
when submitting an amendment for a 
system notice for publication in the 
FEDERAL REGISTER: 

(1) The system identifier and name. 
(see § 310.32 (b) and (c)). 

(2) A description of the nature and 
specific changes proposed. 

(3) The full text of the system notice 
need not be submitted if the master 
registry contains a current system no-
tice for the system. (see § 310.32(q)). 

(c) Deletion of system notices. (1) When-
ever a system is discontinued, com-
bined into another system, or deter-
mined no longer to be subject to this 
part, a deletion notice is required. 

(2) The notice of deletion shall in-
clude: 

(i) The system identification and 
name. 

(ii) The reason for the deletion. 
(3) When the system is eliminated 

through combination or merger, iden-
tify the successor system or systems in 
the deletion notice. 

(d) Submission of amendments and dele-
tions for publication. (1) Submit amend-
ments and deletions to the DPO for 
transmittal to the FEDERAL REGISTER 
for publication. 

(2) Multiple deletions and amend-
ments may be combined into a single 
submission. 

Subpart H—Training Requirements 

§ 310.35 Statutory training require-
ments. 

The Privacy Act (5 U.S.C. 552a) re-
quires each Agency to establish rules 
of conduct for all persons involved in 
the design, development, operation, 
and maintenance of any system of 
record and to train these persons with 
respect to these rules. 

§ 310.36 OMB training guidelines. 

The OMB guidelines (OMB Privacy 
Guidelines, 40 FR 28948 (July 9, 1975) re-
quire all agencies additionally to: 

(a) Instruct their personnel in their 
rules of conduct and other rules and 
procedures adopted in implementing 
the Act, to ensure that they are re-
minded of their specific responsibilities 
for safeguarding personally identifiable 
information, the rules for acquiring 
and using such information, and the 
penalties for non-compliance. 

(b) Incorporate training on the spe-
cial requirements of the Act into both 
formal and informal (on-the-job) train-
ing programs. 

§ 310.37 DoD training programs. 

(a) The training shall include infor-
mation regarding information privacy 
laws, regulations, policies and proce-
dures governing the Department’s col-
lection, maintenance, use, or dissemi-
nation of personal information. The ob-
jective is to establish a culture of sen-
sitivity to, and knowledge about, pri-
vacy issues involving individuals 
throughout the Department. 

(b) To meet these training require-
ments, Components may establish 
three general levels of training for 
those persons, to include contractor 
personnel, who are involved in any way 
with the design, development, oper-
ation, or maintenance of privacy pro-
tected systems of records. These are: 
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